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State of Kansas 

Adding a Bank Account  
to an Employee Travel Profile 

Statewide Management, Accounting, and Reporting Tool 

Step Action 

1 **Only the KAP_AGY_T_E_MAINTAINER and 

KAP_CEN_T_E_MAINTAINER roles have access to perform this function. 

 
Navigation: Travel and Expenses>Manage Employee Information>Update Profile 

2 On the search page enter an Employee Id. 

 
3 Select the Bank Accounts tab. 

 
4 Bank account page is displayed. 

 
5 To add a new Bank Account click on the add icon. 
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Step Action 

6 The following message will appear at the top of your browser window: 

 
 
Click on the message and select “Temporarily Allow Scripted Windows” 

 
7 Click on the add icon again and a message box will appear at the top of the 

screen.  Enter the number of rows that you would like to add and click ok. 

 
8 Click on the Bank Account icon 
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Step Action 

9 Enter the Bank Name and Branch Name if known (these fields are not 
required) 
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Step Action 

10 Select the look up next to the Bank ID Qualifier field  

 
 
 
Select the value “001”. 
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Step Action 

11 Select the look up next to the Bank ID field  

 
 
Enter the new routing number and click the Look Up button. 

 
 

12 Click on the desired routing number in the External Bank Id column. 
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Step Action 

13 Enter the employee’s Bank Account number in the Bank Account Number 
field. 

 
14 Select the look up next to the DFI Qualifier field 
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Step Action 

15 Always select the value “01” 

 
16 Click the drop down box next to the Account Type field and select the 

appropriate type of account. (Check Acct and Savings will be the most 
commonly used account types) 

 
 

17 Click the OK Button 
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Step Action 

18 Verify that the Payment Method is “Automated Clearing House”.  Select the 
Default check box for the new account. When you select this check box the 
system will automatically unselect the check box for the previous account. 
 
Before 

 
 
After 

 
19 Click the Save button. 

 


